
	6th CCAS Cycle:  1 October 2003 – 30 September 2004 
Pay Out:  3 February 2005

	Time Line

	Date
	Activity

	1 October 2003 – 30 September 2004


	Rating Period

· Initial Counseling

· Midpoint Review

· Record sessions on Part IV, Employee Support Form

	1 September 2004

Forms are available at https://my.eis.army.mil
Select: BMD; then Personnel  Demo
	Supervisor 

· Requests the employee complete a Part III, Employee Self-Assessment, which will be returned to the supervisor no later than October 1, 2004.

	24 September 2004

Ft. Belvoir
	DIR/PM/ADMIN POC   

· Supervisor CAS2NET training at PEO EIS HQ, Large Conference Rms 1 & 2; 0900-1200.

· PEO EIS Pay Pool Members/POCs.

	NLT 1 October 2004

Check the Employee’s Guide for Writing Self-Assessment

https://my.eis.army.mil

	Employee 

· Completes Part III by providing contributions in bullet format for evaluation factors (may use the CCAS continuation sheet for additional space).

· Signs and dates Part III. 

· Provides the original Parts III and IV to the supervisor.

	1 – 15 October 2004

Check the Supervisor’s Guide for Writing CCAS Assessments 

https://my.eis.army.mil

	Supervisor

· Discusses with the employee the employee’s self-assessment to clarify any potential discrepancy, disagreement, and/or misunderstanding.

· Completes a draft of Part II, Supervisor Assessment, for each employee.
· Draft Supervisor Assessment is the basis for discussions at the Managers Meeting.

	1 – 31 October 2004
	Employee and Supervisor

· Develop new Support Form (Part IV) and initial.

	18 – 22 October 2004

All Sub-Panel results must be completed in CAS2NET NLT COB 22 Oct
	Managers 

· Conduct Sub-Panel Manager’s meetings as required and complete Managers CAS2NET module with draft categorical and numerical scores and completed draft Part IIs.

	25 – 29 October 2004

CAS2NET locks for Managers on 25 Oct.
	AcqDemo/Workforce Dev Ofc

· Imports data from Sub-Panel Managers modules in CAS2NET and prepares data for Pay Pool Panel Meeting.

	3 November 2004
	Pay Pool Manager convenes the first day of Pay Pool Panel Meeting.  Panel reviews and discusses each employee’s contributions and scores



	4 November 2004
	Pay Pool Manager convenes the second day of Pay Pool Panel Meeting.  Panel reviews and discusses each employee’s contributions and scores.



	5 November 2004
	Pay Pool Manager convenes last day of Pay Pool Panel Meeting.  Final review of CCAS.  Panel discusses issues concerning the next evaluation period and makes recommendations to Pay Pool Manager.

	NLT 24 November 2004
	AcqDemo/Workforce Dev Ofc

· Exports final compensation results to the DoD Program Management Office for validation check with DCPDS.

	Mid December 2004
	President approves GS Pay Increase.

· OPM sets locality pay adjustments.  GPI and locality pay files are uploaded to CCAS data file.

	Mid - Late December 2004 (after approved GPI and locality adjustments are uploaded)
	AcqDemo/Workforce Dev Ofc

· Part I is produced for each employee and contains the overall contribution score and the compensation results for the general Pay Increase, Contribution Rating Increase and Contribution Award, as applicable; and the new base salary.

· Pay Pool Manager and Supervisor sign the form before presentation of the form to the employee.

· Completed form (Parts I, II, III, and IV) becomes the basis for discussion with each employee on the assessment of annual contribution.

Supervisor 

· Discusses with each employee on the assessment of annual contribution.

· Asks employee to sign the form (Part I) indicating that copy of the evaluation was provided to him or her. If employee refuses to sign the form, the supervisor will annotate this refusal on the form.

	9 January 2005
	New CCAS pay adjustments go into effect. 

	18 January 2005
	ADMIN POCs

· Upon completion of the employee-supervisor discussion and signatures on Part I of the form, the original PARTS I, II, III, and IV are given to the employee, one copy set is retained in the supervisor’s files, and two complete copy sets are forwarded to the AcqDemo/Workforce Dev Ofc.  (LIS, MC4, TAO, DLS, ITS, DCASS, DCATS, JCALS, ASCP & DMS will forward only one complete set to the AcqDemo/Workforce Dev Ofc and the other copy set to their servicing CPAC).

	3 February 2005
	Employees receive first paychecks at new rates.
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